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1. Purpose. To establish procedures for the identification, accountability
and inventory of SUB-M NOR PROPERTY.

2. Cancellation PERSUPPACTSANDI EGOl NST 7322. 2G

3. Ceneral. As defined by reference (a), SUB-M NOR PROPERTY is the personal,
gover nment - owned property acquired for i mredi ate use and havi ng a unit cost of
| ess than $100, 000. 00. The data base of SUB-M NOR PROPERTY, as a mnimm wll
include all itenms of SUB-M NOR PROPERTY costing $300.00 to |less than

$100, 000. 00 specifically including furniture, fixtures, office or industrial
equi pnent, itens that are pilferable or itens designated by the Conmandi ng

O ficer.

4. Responsibjilities The Commruni cati ons/ Conput er Systens Support Director is
responsi bl e for the proper management of all SUB-M NOR PROPERTY. SUB-M NOR
PROPERTY shal |l be recorded on and controlled by the use of the Supply

I nventory Dat abase. |If SUB-M NOR, a detachnent or staff department from a
vendor or any other outside source receives PROPERTY, the

Communi cat i ons/ Conput er Systens Support Director shall be notified within
three working days. A serially nunmbered SUB-M NOR PROPERTY tag shall be

affi xed to each piece of equipnment. A list of all SUB-M NOR PROPERTY will be
provided to the O C/staff departnent head who shall acknow edge custody of the
items by signing the | ast page of the SUB-M NOR PROPERTY |isting. The

O C/staff departnent head shall further sub-custody the itemto the end/user.

5. Procedures

a. O Cs shall ensure that both accountable and other m nor properties
are safeguarded to prevent |oss or damage. They shall conduct inventories and
provi de i nformati on on SUB-M NOR PROPERTY, as requested by the
Comuni cat i ons/ Comput er Systens Support Director. |If received from anot her
detachnent or staff departnent, receipt shall be recorded in the Supply
I nventory dat abase via the Supply Inventory Web site within three working
days. The Systens Adm nistrator, Assistant Systenms Adm nistrator and Supply
SUB- M NOR PROPERTY mmnager nust read and conply with all aspects of this
i nstruction.

b. The Systens Administrator will be responsible for the nmanagenent,
accountability, and the detachnent’s single point-of-contact for
communi cations-conputer matters in coordination with the OC.
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Subj : MANAGEMENT OF SUB-M NOR PROPERTY

The Systens Administrator and/or the Assistant Systens Administrator are
responsible in the internal and external novenment of comruni cations-conputer
assets. The Systens Adm ni strator and/or the Assistant Systems Adm ni strator
wi |l acconplish all physical transfers and recei pts of comruni cati ons-conputer
assets to and from PSA WEST.

c. The Assistant Systenms Admi nistrator and the Supply SUB-M NOR
PROPERTY manager nust be designated by the OCin witing to the
Communi cat i ons/ Conput er Systens Support Director. Replacenment for the
Assi stant Systens Admi nistrator or the Supply SUB-M NOR PROPERTY nmnager
shoul d be desi gnated 30 days before the incunbent has projected | oss date.

d. After the initial inventory, accountable m nor property shall not be
reassi gned from one detachnent to another without first notifying the
Communi cat i ons/ Conmput er Systens Support Director. This is essential to
mai ntai n accurate custody records. Neither accountabl e nor other SUB-M NOR
PROPERTY shal|l be transferred to other governnment activities or disposed of
wi t hout notifying the Conputer Systems Support Director to ensure that the
property is not required el sewhere within the PSA WEST Network. Under no
ci rcunst ances shall governnent property be transferred to a non-governnental
agency/ person.

e. A signed receipt docunent fromthe vendor is required for any
equi pment sent out for repair.

f. Al requests for additional or replacenment SUB-M NOR PROPERTY shal |
be submtted to the Comuni cati ons/ Conputer Systems Support Director via E-
mail.  Wien a new SUB-M NOR PROPERTY is received, the PSA WEST Staff Supply
Techni ci an shall establish the custody record in the Supply Inventory database
and affix the Barcode PROPERTY tag to the accountabl e SUB-M NOR PROPERTY. |f
the property is received directly at the detachnment, the detachnment System
Admi ni strator or Supply SUB-M NOR PROPERTY Manager MJST request a Barcode
Property tag from PSA WEST Staff Supply via E-mail within three working days.

g. Wen it is discovered that an accountabl e SUB-M NOR PROPERTY i s
m ssing, lost, stolen, recovered or when there is evidence that personal
responsibility resulted in | ost, stolen, willful damage or destruction of
equi pnent, the base NIS office nust be notified. The Online M.SR Report nust
contain the action taken by the base NI'S and nust be subnmitted to the Physical
Security O ficer (see enclosure (2)). Wen it is discovered that a SUB-M NOR
PROPERTY i s worn beyond econonical repair or becomes an excess (see enclosure
(1), para I,M, forward the Survey Request to the Conmuni cati ons/ Conputer
Systens Support Director, within three working days. Excess |IT equipnent is
reported to DI TMS. Upon the approval of the survey request or the receipt of
t he Di sposal Authorization letter fromDITMS, the PSA WEST Staff Supply
Technician will record the survey in the Supply Inventory database and forward
a list of approved surveys to the reporting activity. The reporting SUB-M NOR
PROPERTY manager or System Adm nistrator shall prepare a DD Form 1348-1 (see
enclosure (3)), make appointnent with and deliver the equi pment to the Defense
Reutilization Marketing O fice (DRMO) for disposal. Upon conpletion of
di sposal to DRMO a signed and dated | egible copy of the DD Form 1348-1 nust be
returned to the Comuni cati ons/ Conmputer Systens Support Director within three
wor ki ng days for the deletion of the record fromthe Supply Inventory
dat abase.

h. O Cs and Staff departnent heads shall inventory all accountabl e SUB-
M NOR PROPERTY | AWt he schedule in enclosure (4), reporting the result in
writing to the Comrunicati ons/ Conput er Systens Support Director no |ater than
the 15th of the nonth following the inventory. Inventories will be conducted
by sighting each individual SUB-M NOR PROPERTY by property tag nunber and
serial nunber and conpare the results to the SUB-M NOR PROPERTY Iisting.

PERSUPPACTWESTI NST 7322. 2H
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The report of inventory shall address all discrepancies/additions

/ deficiencies and SUB-M NOR PROPERTY wi thout a property tag noted during
inventory. An inventory shall also be held upon relieving of an officer in
charge, at which time the relieving officer shall sign the original copy of

t he SUB-M NOR PROPERTY |ist provided by the Comruni cati ons/ Conput er Systens
Support Director. The Conmuni cati ons/ Conputer Systens Support Director shall
mai ntain the original signed copies of the SUB-M NOR PROPERTY |ists. A copy
will be provided to the custodians for their use. Wen the schedul ed i nventory
is within six nonths of the change of charge, inventory will be re-schedul ed
to coincide with the change of charge inventory.

i. Conplete inventories or spot checks of inventory will be conducted
intermttently by PERSUPPACT San Diego Staff.

CAROLI NE B. KONCZEY

Di stri bution:
PERSUPPACTWESTI NST 5216. 1K, List 11
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HOW TO USE THE (PROPLI NK) PSA WEST NETWORK SUPPLY | NVENTORY
WEB SITE

Supply Inventory Web site is use for the managenment and

mai nt enance of the SUB-M NOR PROPERTY records of PSA WEST

Net wor k. The Systenms Adm nistrators and detachnments' SUB-M NOR
PROPERTY managers will access the Supply Inventory Wb site
via I nternet address http://supply.psasd.navy.nml. A Logon ID
and a uni que PASSWORD i s needed to access the Wb site.
Systens Adm ni strators and detachnments' SUB-M NOR PROPERTY
managers can only transfer records under their custody. Only
per manent transfers of SUB-M NOR PROPERTY need to be recorded
in the Supply Inventory database. The transfer is not
conpleted until the recipient receives the transfer via the
Supply Inventory Web Site. This nmust be done within three
wor ki ng days. All transfer transactions are recorded in the

Hi story File.

1. MENU

A. Transfer Equipnment. This is for permanent transfer of
custody of m nor equi pment to PSA WEST STRM The transfer is
verified automatically either it is successful or not. After
all your transfers are done, click on the Qutgoing List and a
result of all your transfers will be listed, you can Copy and
Paste into the e-mail and send to nabal os@sasd. navy.m | and
rphi fer @sasd. navy. m|l. To do the COPY and PASTE properly,
your |Internet Browser nust be at |east Mcrosoft |nternet
Explorer 4.0 version. NOTE: SENDI NG OF THE EMAI L | S MANDATORY
POLI CY.

B. Reverse Transfer - This reverses an erroneous
transfer.

C. Receive Equipnent - This is to receive permnent
transfer from PSA WEST STRM Enter the correct PA nunmber to
conplete the transaction. A record nust be transferred first
before it can be received. A listing can be viewed or printed
by clicking on the Incom ng Option.

D. Modify - Only three fields in the Database are all owed
to be nodified, Div/Code, User’s nane and RemarKks.

E. Queries -
(1) Query by PA nunber - will automatically include
the History file.
(2) Query by Serial nunmber - enter in any part of the
Serial nunber, please use four or nore characters for search
Survey file is also searched with this Query.

F. MSR - See Encl (2) Preparation of Online M.SR Report.

G Incomng list — list of transfers to your account from
PSA WEST STRM N6.
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H Qutgoing list - list of transfers from your account
to
PSA WEST STRM N6. Note: The transfer is not conpleted until
the recipient receives the transfer via the Supply Inventory
Web Site. Receiving of equiprment within three working days is
a N6 POLICY. Print the Incomng or Qutgoing list to be used as
t he Permanent Transfer Docunment by clicking on the Printer
icon in your browser.

. Inv by PA# - Inventory list of all equipment under
your
custody in PA Sequence.

J. Inv by Nonen - Inventory list of all equipnent under
your custody in Nomencl ature Sequence. \Wen printing your
inventory list, all records in transfer status will still be
under your custody, make sure there is no outgoing transfers
pendi ng before printing.

K. To exit of Logoff — close your Internet browser.

L. In addition to the email and the database History
file of all equipnment transfers and noves, the Printed
Per manent and/or Tenporary |ssue Docunent nust be signed by at
| east the Issuer and the receiver, and nmaintained as foll ows:

Per manent |ssue Document - The original will be forwarded to
code N621 for filing. The file will be kept for a m nimum of
two years. Tenporary |ssue Docunent — The Original will be

forwarded to code N621 and maintained in the Tenporary |ssue
Active folder. When the equipnment is returned the Tenporary

| ssue Docunent will be noved fromthe Tenporary |ssue Active
folder to the Tenporary |Issue closed folder and kept for a

m ni mum of two years. A letter prepared as indicated by

encl osure (3) signed by the individual and N6 will be required
for any equi pnent that will be used off-site and/ or mmintai ned
at the individuals civilian quarters. The original docunent
will be kept in the Of-Site Custody folder. \Wen the

equi pment is returned back to N6, the docunent is destroyed.

M  Survey Request for non-ADP SUB- M NOR PROPERTY - use
the Survey Option, type in the PA nunber and renmarks (Reason
for survey). Click on the Survey list, print the result and
forward it to Staff N62.



Encl (1)
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PREPARATI ON OF ONLI NE M. SR REPORT
FI NANCI AL LIABILITY | NVESTI GATI ON OF PROPERTY LOSS

1. When it has been determ ned that an equi pnent is M ssing,
Lost, Stolen or Recovered an Online M.SR report nust be
prepared as follows:

(a) Enter the PA nunber of the m ssing equipnent.

(b) Explain the circunstances under which the Property
was M ssing, Lost, Stolen or recovered.

(c) Type in the action/s taken to correct the

ci rcunst ances.
(d) Enter the Responsible Oficer (OC A0 C).
(e) Press Enter or click the submt button.

2. Review the Online ML.SR Report, print it and forward to PSA
VWEST Physical Security Oficer inmediately.
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PREPARATI ON OF THE DD FORM 1348-1 TURN-IN
DOCUMENT FOR MATERI AL BEI NG SURVEYED

1. A 1348-1 nust be submitted with the equi pment after
approval of the survey for equiprment that is damaged due to
normal wear and tear, or if material is in excess. The
conpletion of the turn-in docunent is as follows:

Bl ocks Field | egend Expl anati on

St ock number Enter the conplete stock nunmber, if not known
enter the first four digits of the Federal Supply
Classification (FSC), that is applicable to the equi pnment
being turned in, followed by 00, conpleted by LSN

Unit of issueSelf explanatory

Quantity Enter the quantity listed on the DD Form 200.
NOTE: Only equi pnent of the same type nmay be listed on the
sane survey document. A separate 1348-1 nust be prepared for
each type equi pment |i sted.

Docunent nunber Enter PSA's U C ONLY. Use the
survey document assigned on the DD Form 200.

Enter “N° “A” respectively.

Unit Price Enter the unit price listed on the survey
docunent .

Shi pped from Enter your detachnent's address.

Shi pped to DRMO SAN DI EGO

PO BOX 337

| MPERI AL BEACH CA 92032

NOTE: Use the Governnent disposal site at or
near your detachnent.

Remar ks Type “Approved for Transfer By:” Enter your
O C s nane and signature.
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SUB- M NOR PROPERTY | NVENTORY SCHEDULES EFFECTI VE JANUARY 2001

Mont h Det achment s
January NAVSTA OKLAHOWA ASW FALLON
February NORI S DENVER MONTEREY L EMOORE
Mar ch PT HUENEME BANGOR BREMERTON EVERETT
April CHI NA LAKE | PO NT LOVA CORONADO VWHI DBEY
May BALBOA CAMPEN EL CENTRO
June STRM N6 STAFF
July NAVSTA OKLAHOWA ASW FALLON
August NORI S DENVER MONTEREY L EMOORE
Sept enber PT HUENEME BANGOR BREMERTON EVERETT
Oct ober CHI NA LAKE | PO NT LOVA CORONADO VWHI DBEY
Novenber BALBOA CAMPEN EL CENTRO
Decenmber STRM N6 STAFF
NOTE: lnventory results are due no later than the 15th of the

nont h_f ol

owi ng the inventory.
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